
 

 

City of Chelsea  
City Hall, 500 Broadway  

Chelsea, Massachusetts  02150 

jobs@chelseama.gov 

Phone (617) 466-4170 

Fax (617) 466-4175 

 
 
 

        Business and Grants Manager 
Pay Class/Grade: 11 

Salary Range: $65,114.29/year - $81,584.86/year 
 

 
POSITION SUMMARY   

Provide administrative, fiscal and budgetary assistance to the Commissioner of Public Works and 

Director of E-911 & Emergency Management.  Oversee all areas of DPW and E-911 fiscal 

obligations and grant opportunities and administration of all financial practices and procedures.  

Oversight of all budget preparation and account maintenance.  Assist in development, coordination 

and implementation of the department’s capital improvement programs. 
 

EDUCATION AND EXPERIENCE  

Bachelor’s degree in business administration, accounting or finance from an accredited college or 

post-secondary educational institution. Master’s degree preferred.  At least three (3) years of similar 

work experience; one year of which is in an administrative or supervisory capacity.  An equivalent 

combination of post-secondary education and work experience will be considered. 

 

SKILLS, KNOWLEDGE & ABILITIES  

Able to maintain the strict level of confidentiality required in all Department matters.  Very strong 

basic math and algebraic ability.  Fully capable of performing the departments financial functions 

with current software and systems programs; fully computer literate and capable of evaluating 

effectiveness of programs used and recommend enhancements.  Able to effectively coach, motivate 

and provide guidance and supervision to employees.  Able to direct and oversee the work of others.   

Clear writing skill with ability to relate financial factors to functions performed.  Must be able to 

interact with tact and effectiveness with a wide variety of personnel, within the department, other 

City employees, other agencies of government and vendors.  
 

Qualified candidates submit a cover letter and resume to Human Resources, City of Chelsea,  

500 Broadway, Chelsea, MA  02150.  Email to jobs@chelseama.gov   or fax to:  (617) 466-4175.  

Application forms are available in the Human Resources Department, Room 301.   

 

The City of Chelsea is an Equal Opportunity Employer 
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